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MEMORANDUM #016---14HR 
 
TO:   Agency Administrators 
 
FROM:   Carolyn Horwich, J.D., Director of Human Resources 
  
THROUGH:   Rip Colvin, Executive Director 
 
SUBJECT:  On-Demand Payments 
 
DATE:   August 8, 2014 
 
Background:  In part due to an Operational Audit conducted by the Auditor General at 
selected state agencies in April, 2014, the Department of Financial Services (DFS) and 
the Department of Management Services (DMS) have instituted changes to the On-
Demand Payroll System.  One of the findings of the audit indicated that when agencies 
canceled salary payments, they often lacked good business practices and policies to 
recoup post-tax deductions paid to third parties, since post-tax deductions do not revert 
back to the employer automatically.  The audit recommended that salary cancelations 
decrease and that each agency have its own miscellaneous deduction code. 
 
Subsequent to the audit, the Justice Administrative Commission (JAC) secured its own 
miscellaneous deduction code.  Further, JAC is providing this memorandum and 
attachments to assist the agencies we serve in decreasing the number of certain types 
of On-Demand payments requested.  (The PowerPoint was presented at the Florida 
Public Defender Association Conference August 1, 2014.) 
 
For the period of July 1 – 31, 2014, and each month thereafter, DMS will issue a Key 
Performance Indicator (KPI) that will track agencies’ use of the On-Demand Payroll 
System for certain types of payments.  The goal for each agency is to “reduce the 
number of on-demand payments to less than 1% of an agency’s average population as 
of July 1 of each fiscal year.”  JAC’s average population as of July 1, 2014, was 9,719.  
This works out to a goal of having fewer than 97 on-demand payments each month.  In 
calendar year 2012, JAC averaged 129 on-demand payments per month.  In calendar 
year 2013, the monthly average was 112.  For the first five months of calendar year 
2014, JAC averaged 88 per month.  We are headed in the right direction but must 
continue to reduce the inappropriate use of on-demand payments. 
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Steps to Take:  What does this mean for the agencies under Justice Administration?  In 
short, we request that you please refrain from asking for an On-Demand Payment in 
these situations: 
 

1. You have missed a payroll deadline 
2. For OPS employees 
3. For a leave payout prior to 31 days from termination (see attachment 3) 
4. For a leave payout before an employee has actually joined DROP (even if the 

PAR has been processed) 
 
Instead of the On-Demand Payroll System, these payments will be paid on the next 
Supplemental payroll.  Otherwise, these types of on-demand payments will be tracked 
and counted against JAC’s key performance indicator goals. 
 
Attachments: 
 

1. JAC PowerPoint Presentation 
2. FAQ from DMS 
3. DMS Rule Interpretation 60L-34-2008-#003 

   
If you have any questions, please do not hesitate to contact me at 
Carolyn.Horwich@justiceadmin.org, or your payroll contact.  Thank you. 

mailto:Carolyn.Horwich@justiceadmin.org


On-Demand Payments 
 

 
Carolyn Horwich 

Director, Human Resources 

 



What is an On-Demand Payment? 

 Expedites payment 
 Replaces the manual payroll process 
 Used for emergency situations 
 Available in other limited cases 
 35 existing reason codes 
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Effects of an On-Demand 

 
 Pre-tax deductions 
 
 Post-tax deductions 
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Pre-tax Deductions 

 Pre-tax deductions are automatically 
restored to circuit’s account: 
FICA & payroll taxes 
Pension 
Deferred compensation 
Medical Reimbursement 
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Post-tax deductions 
 Post-tax deductions are not automatically 

restored to circuit’s account: 
Banks 
Credit unions 
Medical, dental, life insurance 
Charitable organizations 

 Leaves the state financially vulnerable 
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Post-tax deductions (con’t) 
 

 Payments go to third-party vendor 
 Result is vendor gets a wrong payment 
 JAC sends vendor form asking for refund of over-

payment 
 Compliance varies 
 If vendor complies, JAC sends salary refund to 

deposit back into circuit's account 
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Appropriate use of On-Demand 

 Employee goes from OPS to FTE 
 Settlement payment 
 Beneficiary payout 
 Tax refund 
 Salary refund 
 Recoupment of state property 
 Employee bank account compromised 
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Appropriate use of On-Demand (con’t) 

 Leave payouts involving: 
 Flexible savings account 
Medical reimbursement account 
Dependent care reimbursement account 
Deferred compensation deduction  
Employee changes circuits or agencies within state 

government 
Excess of 480 hours () 
employee retires or terminates with last day worked 

6/30/14; circuit wants payout processed from current 
year funds.   
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Inappropriate use of On-Demand 

 Missed payroll deadline 
 OPS employees 
 Leave payouts prior to 31 days from 

termination 
 Sometimes circuit requests payout prior to 

employee joining DROP.  Dilemma is People 
First will not allow payout prior to actually 
joining DROP (even if PAR is processed) 
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New Approach - Background 

 Auditor General Report No. 2014-184 
Over-use of on-demand payments 
No written procedures for recovering 

overpayments 
Lack of timely recovery efforts  
Failure to document recovery efforts 
State was losing money 
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New Approach - Goals 
 

 Educate agencies as to proper use of on-
demand payments 

 Decrease number of on-demand payments 
 Use supplemental payroll instead 
 Monitor use of discretionary on-demand 

functions 
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Questions? 

Contact Info: 
 

JAC Payroll 
Payroll@justiceadmin.org 
850-488-2415 
 

JAC Website: www.justiceadmin.org 
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On-Demand Payroll Key Performance Indicator Report 

Frequently Asked Questions (FAQs) 
 
 
1. What is the purpose of the On-Demand Payroll Key Performance Indicator (KPI) report? 

The purpose for this KPI is to 1) reduce the number of payments that are processed using the On-
Demand Payroll System and to 2) encourage accurate and timely processing of employee payments 
using the People First system, reducing the additional efforts required to process a payment through 
the On-Demand Payroll System (e.g., cancel original payment, reissue payment).  

 
2. What does the KPI reflect? 

This KPI reflects the total number of payments processed using the On-Demand Payroll System for 
each agency that should have been processed in People First.  

 
3. How was the target calculated? 

The monthly target of on-demand payments was based off total employee population as of June 
2014 and then compared to a six-month average of on-demand payments that should have been 
processed through People First. This baseline was then reduced by 20 percent to arrive at the target 
percentage. The employee population and baseline will be updated as of June 30 each year. 

 
4. What is the target goal? 

No more than 1 percent of an agency's average population as of November 2013, or no more than 
three payments per month for agencies with small populations (less than 300 employees). The goal 
is to reduce the number of on-demand payments by at least 20 percent each year, eventually 
significantly reducing unnecessary use of the On-Demand Payroll System. 

 
5. What types of payments are excluded? 

The following payments have been identified by People First as payments that cannot be processed 
by any other method other than the On-Demand Payroll System. 

• Leave payout where an FSA (MRA or DCRA), Deferred Compensation or other agency-unique 
miscellaneous deduction (salary refund, etc.) is calculated 

• Beneficiary payouts 
• Tax refunds 
• Settlements 
• Payments made to AmeriCorps volunteers (currently only applies to the Department of 

Environmental Protection and the Department of Children and Families) 
• CJIP payments 

 
6. What qualifies as “Other” payments? 

Any payment processed using the On-Demand Payroll System, that both does not fall into one of the 
other categories and that should have been processed using the People First system. For example: 
FLSA Comp leave (ERN 9121) or OPS Nonrecurring Pay (ERN 9112). 
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7. What is the measurement period for each monthly report? 
The monthly report includes all on-demand payments for the previous calendar month being 
reported based on payments warrant dated in that month (first to last day of the month). A 
preliminary report will be sent by the 5th of each month and the final report will be provided by the 
15th of each month. 

 
8. If an agency believes there is a discrepancy in the total numbers of payments reported, how can 

the data be corrected? 
Once the preliminary report is provided (by the 5th of each month), agencies can reach out to 
Melissa Vickery to clarify why payments should be excluded. Agencies must reach out by the 13th of 
the month in order for any agreed upon correction to be included in the final report (sent by the 
15th). Contact Melissa Vickery at Melissa.Vickery@dms.myflorida.com or at 850-488-4733 should 
you find any potential discrepancies or have any questions. 
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